
Evaluation report content: what to include 
 
There is no fixed format in which evaluation reports must be presented, however the following content 
should be included.  
 
Summary 

• A summary of the key findings and recommendations. 
 
Project design and activities 

• The goal and rationale of the project. 
• A description of the project, how it is delivered, who takes part and for how long. 
• Procedures for recruiting participants and what happens after the end of the project. 

 
Methods 

• The aims (e.g. research questions) of the evaluation. 
• A detailed description of the evaluation design. 
• Details of the evaluation tools used – for example questionnaires. If these tools are widely used, 

validated tools please provide details of their source.  
• A description of the selection of the participants who were evaluated. 
• A description of how the consent of participants was obtained, and confidentiality maintained. 

You should also outline any other ethical considerations. 
• Details of the processes by which measurement tools were used by the evaluators and the 

participants, for example if a survey was used, a description of how and when the survey was 
distributed and the conditions under which they were filled out. 

• Details of any statistical analyses are outlined, with the results of these written in clear 
language. 

• Measurable outcomes and indicators are detailed, and the findings related to each outcome are 
described. 

• A review / critique of the limits of the methods. 
• Any differences between original evaluation plan and actual evaluation are outlined.  

 
Evaluations being submitted for Standard 3, 4 or 5 should also include the following: 

• Justification as to why this evaluation design is the most appropriate. 
• If the tools are ones you have designed yourself, please provide details of how you have tested 

them for potential bias. Copies of evaluation tools should be attached.  
• A description of how control groups and/or other comparison data were selected. 
• A discussion of potential biases that may have resulted due to the measurement processes. 

 
Conclusions 

• Clear presentation of the evaluation findings. 
• Any charts should be appropriate for the type of data, clear and properly labelled. 
• Coherent conclusions and recommendations which are supported by the findings 
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